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Introduction

Welcome
Welcome to Cardinal Training!

This training provides employees with the skills and information necessary to use Cardinal. It is not intended to replace
existing Commonwealth and/or agency policies.

By now, you have completed all prerequisite courses for this course and discovered the different functional areas and
modules included in Cardinal. In this course, we will walk you through payment processes in Cardinal.
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Introduction Cardinal Functional Areas
In the Introduction to Cardinal course, you learned Modules

that the Accounts Payable functional area of Cardinal Accounts
is composed of two modules: AT Expenses

Accounts Payable

The Accounts Payable (AP) module automates
invoice and payment processing to deliver timely and
accurate payment for goods and services.

™~

-2,
-~ "[CARDINAL| “~__

Expenses

The Expenses module enables the creation of
payments to employees for non-salary related items
(i.e. travel & business expense reimbursements).

Note: The Expenses module is often referred to as
“Travel and Expenses.”
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Objectives
After completing this course, you will be able to:

» Define key payment processing terms

» Describe key payment processing concepts

» Describe the overall payment process and the roles involved in it
« Explain how payment processing integrates with the other Cardinal modules and external systems
» Describe the Treasury pay cycles

« List the steps in a pay cycle

« Use the Pay Cycle Manager to run payment processing

« Update the payment selection date in a pay cycle

» |dentify and resolve payment selection exceptions

» Describe the files created by the payment process

» Describe the purpose of express payments and manual payments
» Create an express payment for petty cash

« Explain how to record a manual payment on the voucher

« Cancel payments

* Reconcile petty cash bank statements

» Describe key reports and online inquiries
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Agenda
Today, we will cover the following topics:

* Lesson 1: Understanding Payment Processing

« Lesson 2: Creating Payments through Regular pay cycle
» Lesson 3: Creating Special Payments

* Lesson 4: Managing Payments

« Lesson 5: Payment Reports and Online Inquiries

« Lesson 6: Payment Processing Hands-On Practice
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Lesson Topics

In this lesson, you will learn about the following topics:
Key Terms
Key Concepts
Process and Roles
Integration and Interfaces
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Key Terms
« Payment: A record created in Cardinal Accounts //’\

Payable (AP) that causes a payment to be \
generated to a vendor or other payee. In Accounts f \
Payable, payments are generally created by : \
Accounts Payable vouchers that represent /
invoices submitted by vendors. Payments may ‘ '
also be generated for other reasons, such as for
Travel and Expenses employee reimbursements
or revenue refunds. Payments may be generated
in different forms, like checks or electronic debits.
During the payment process, accounting entries to
the General Ledger (GL) are also generated to
record payment posting.

« Payment Hold: An option that will cause a
payment not to be created for a voucher even if
the voucher would otherwise be selected for
payment. A payment hold can be placed on a
voucher or on a vendor when payment should be
held on all vouchers for that vendor.
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Key Terms
+ Payment Offset: A case where the vendor should //’\
not be paid the full amount of the voucher. In )
these cases, the payment is split between the f \
amount due to the vendor, and the amount due to ' \
a third party (that is, the payment “offset”). There /
are two types of offsets: ‘ '

o Atax lien, garnishment, or similar
circumstance exists where the agency
is responsible for processing the third
party offset amount. In these cases, the
offset must be manually created in
Accounts Payable and tracked in an
offline system.

o A Comptroller’s Debt Setoff (CDS). All
CDS offsets are maintained by the
Department of Taxation rather than the
agency. In these cases, the offset is
automatically identified and processed
by the Department of Taxation.
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Key Terms (Continued)

« Pay Cycle: A name given to the selection and //\

creation of payments and their output processes \
for scheduled vouchers and expense transactions. / \
There may be different pay cycles for requests : \
meeting different criteria such as payment /

method. The Treasury pay cycles will be run in the ' '
nightly batch. \ |

« Payment Selection Process: The step in the pay \ /
cycle where vouchers and other items that are
due for payment are selected for payment
processing. Most payment selection is automatic
based on payment configuration, but payments
may also be selected manually.
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Key Terms (Continued)

Payment Creation Process: The step in the pay
cycle that processes the requests selected for
payment by the Payment Selection process so
they can be input to the payment output
processes. Generally, vouchers to the same
vendor with the same due date are combined into
one payment. This process creates one payment
from several vouchers to the same vendor with
the same payment due date. This causes the
vendor to receive a single payment, but it can be
overridden for a voucher if the Separate Payment
checkbox was selected on the voucher. Payments
are not combined by Treasury if the Separate
Payment checkbox is checked.

Payment Output Processes: The processes that
run as part of the pay cycle that use the results of
the Payment Creation process to create output
files for actual payments. These files, for example,
include EDI payment files, Warrant check files,
petty cash checks, and positive payment files.
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Key Terms (Continued)
« Payment Post Process: The batch process that
runs after the Payment Output processes to

create accounting entries in AP that will be used
by the Journal Generator to generate GL journals
reflecting the payment.

« Express Payment: An alternative to the regular
pay cycle processing that allows payments to be
created on demand. Individual petty cash
vouchers can be paid by petty cash processors by
creating express payments.

¥/
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Key Concepts
Some key concepts in payment processing include:
+ Expense Reports and Cash Advances

o Expense reimbursements and cash advances for employees are managed through the Travel and
Expenses module in Cardinal. Payments for the expense transactions are created in the Accounts Payable
pay cycles.

« Payment Offset Processing — Liens and Garnishments

o Remember that payment offset processing for items such as tax liens or garnishments are entered
manually within Accounts Payable.

o When avendor is subject to this type of a payment offset, a location is created in the vendor record that
includes a payment hold and the code RR to indicate that special review by the Voucher Processor is
needed. (Note that a vendor location is not a physical address, and instead includes rules for doing
business with the vendor.)

o The LIEN location will be set as the default. This causes the vendor to appear on the Vendor with Payment
Hold and Related Unpaid Vouchers report. This in turn alerts the Voucher Processor to manually update
the voucher payment data so that the appropriate tax lien or garnishment amount is deducted from the
payment and is instead paid to the appropriate party. The agency also maintains an offline agency-specific
tracking system to track the lien or garnishment balances.

o Once the offset has been applied, the Voucher Processor Maintenance must ensure the vendor location on
the voucher is set to the correct location. This location change removes the payment hold if it exists.




Lesson 1: Understanding Payment Processing

CARDINAL

Topic 2: Key Concepts

Key Concepts (Continued)

+ Payment Offset Processing — Withholding

(@]

In Cardinal, a withholding (1099) Vendor is a vendor for which amounts paid must be reported to the IRS
on a 1099 form and/or amounts withheld for taxes. This term is used because the 1099 processes may
also involve withholding amounts from vendor payments for delinquent taxes.

The withholding information for 1099-reportable vendors is maintained with the vendor’s location as well.
The values on the vendor’s location also trigger 1099 reporting for applicable payments. For 1099 vendors,
the Withholding checkbox is auto-populated and should not be changed.

Ultimately, reportability will be determined by the accounts used on the voucher. If an account used is non-
reportable, then the amount from that account will not be reported.
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Key Concepts (Continued)
« Payment Offset Processing — Comptroller’s Debt Setoff (CDS)

o A vendor’s payment may also be subject to the Comptroller’s Debt Setoff (CDS) maintained by the
Department of Taxation. This process is automated, and follows these steps:

= In Cardinal, the CDS extract process runs nightly, selecting vouchers for payment processing
based on the normal payment selection criteria as well as CDS bypass criteria. The extract
process creates files with the resulting payment information which is then sent to the
Department of Taxation.

= The Department of Taxation processes the files by looking for matches between the vendors
in the file and vendors subject to CDS.

=  When the Department of Taxation finds a matching vendor, it processes the payment data in
the file, indicating the amount to be offset. The Department of Taxation then sends the
updated files back to Cardinal.

= Once the files are uploaded, the applicable vouchers are automatically updated with a second
remit to a dummy CDS vendor for the amount of the offset. The amount to the original vendor
is updated accordingly and the second remit is marked as a manual payment.

= A CDS Informational Matches report is produced as an output of the CDS upload process.
The report shows vouchers that would have had a CDS offset if they were eligible for the
process. This criteria is defined on the CDS Offset Bypass configuration page.
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Key Concepts (Continued)

« Payment Offset Processing — Comptroller’s Debt Setoff (CDS) (Continued)
o Some types of payments, such as petty cash payments, are excluded from the CDS processing and are
not included in the files to the Department of Taxation based on the CDS Offset Bypass configuration.
o Since this is an automated process, there is no action taken by the voucher/payment processors. However,
the offsets are visible in the voucher records, and voucher /payment processors should be aware of them
so they can respond to vendor inquiries.
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Key Concepts (Continued)
+ Petty Cash

o Petty cash payments are created manually by the petty cash processor as express payments. Petty cash
processors should only create payments for their assigned petty cash accounts.

o In Cardinal, regular vouchers are created as needed to provide reimbursements for petty cash. The
Unreimbursed/Reimbursed Petty Cash Vouchers report is run to identify vouchers requiring
reimbursements, and a regular voucher is created to replenish the petty cash account(s) accordingly. The
ID of the voucher created for the petty cash replenishment is noted in the Payment Note field, accessed
through the Payment Comments link on the Payments tab, using the standard format, REIMB followed
by the voucher ID.
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Key Concepts (Continued)
* Centralized Vendor Database

o All Cardinal users share the same vendor database. For procurement vendors, eVA is the primary data
source and the Department of Minority Business Enterprise (DMBE) system updates a vendor’s Small,
Women and Minority-owned (SWaM) data. When dealing with a familiar vendor, you may see additional

information such as remit-to addresses that may be used by other users. Make sure you select the correct
address for your voucher.

o In general, procurement vendor information should not be updated in Cardinal to avoid potential conflicts
with the eVA and DMBE sources. However, certain information, such as EDI banking information, can be
updated in Cardinal by the Vendor Maintenance group.

o Non-procurement (or fiscal) vendors (payees such as Right of Way landowners and those receiving
refunds) are created directly in Cardinal and are not eVA vendors.
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Payment Processing

In Accounts Payable, payment processing begins when voucher processing ends. Treasury payment processing in Cardinal is
completed in the nightly batch and requires little attention. However, payment processors view pay cycle exceptions, cancel
payments, and run reports and inquiries to obtain information about payments.

Petty cash processors create express payments as required.

Update Voucher Run e . Run
Payment Payment Payment
Information if Selection | [ ™ Extract | ™ Upload | ™| | Creation

Reguired Process Process

|

= a task = an inter - process F:;_:fn"l'am F'aF:-_ll'nent
performed in connector Output LES
Cardinal \/ Processes
N
- ™ isi L4
</\ = decision = a batch process
" point performed within Run
- ; Payment
Cardinal E
Process
/ =manual = a document of any
| process __ | kind - electronic or l
— hard copy
General
= an external module Ledger
or system
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L pdate Voucher Run Run
Payment Payment cOs CcOs Payment
Infigrmation if Selection > Extract Upload Creation
Reguired Process Process
. Run Payment
ayment :
Output Files
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performed in connector
Cardinal Run
Payment
= decision = a batch process F:'E"t__
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Cardinal l
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= an external module LEIjEIEF
or system
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Key Payment Processing Roles

This role has access to:
Accounts Accounts Payable *Run all AP batch processes including any custom and delivered
Payable Batch Processor processes and reports

This role has access to:
Accounts Accounts Payable *Maintain AP configuration such as global payment messages on checks,
Payable Configurator conversation key words for vendor conversations, etc.

This role has access to everything the Voucher Processor has. In addition, this
role has access to:
*Delete and unpost vouchers
Accounts Accounts Payable *\Voucher mass maintenance
Payable Manager Manually schedule payments
*Record manual payments
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Key Payment Processing Roles (Continued)

This role has access to everything the Voucher Processor has. In addition, this
role has access to:

Payment Processor *VView pay cycle exceptions
«Cancel payments

Accounts
Payable

This role has access to:
*Run petty cash pay cycle
*Update payment selection criteria

*Resolve pay cycle exceptions
HEConis Petty Cash Processor pay ¢y P

Payable *Print petty cash checks
«Cancel payment
*View Accounting Entries
This role has access to:
Accounts Petty Cash «Manually reconcile/unreconcile petty cash payments
Payable Reconciler
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Integration with General Ledger

Accounts Payable integrates with the General Ledger
through its payment functions. Payol Project Accouting
1 vy I

All payments create entries in the General Ledger. The oo N > "fﬂlmcm"g: Cortacs [P Bilng

H e lanagement
payment creation process creates records of specific 7y 7 |
payments that will be processed by thg payment output Aecounts Payable I T
process to files such as EDI payment files. The payment o —> )

H H H » P General Ledger (4 ceounts —_{_|
post process uses this data to create entries in an Pl Sxperses [P Senerlbecenr Receivable
Accounts Payable database table that are used by the fime nd Atendence Y
Journal Generator process to create journal entries v Reoouns Reesh®
posted tO the GL. Ll | Accounts | [ |

Payable
A
1
[ E i
Prct::;;rrear;esm ggi‘r(&:ﬁ'\lg l@— eProcurement =P Purchasing et

T

Procurement
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Integration with Travel and Expenses

Cardinal uses the Travel and Expenses module to handle
employee travel authorizations, cash advances, and Payol —l Projoct Accounting
expense reports. A2 ] |

Project Cosiing |«f= Customer P Billing
<4

Time and Labor

YvYy

Absence Contracts

Management

Though Travel and Expenses is a separate module, it i - |
uses the payment creation processes in Accounts Accounts Payable Ve '
Payable to generate payment files for cash advances Xk

and expense report reimbursements. The Travel and

Expenses module processes items up to the pay cycle Time and Aendance A
processing steps and then sends the records to AP to r
create the payment record and output files. Travel and Aecous
Expenses then creates the accounting entries used by e
GL. -
—

| 7 ¥

Procurement Strategic
Contracts Sourcing <

h 4

Y

L

Accounts
Receivable

General Ledger

r
|
1

v

Expenses

Accounts Receivable
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Interfaces with Bank, VDOT RUMS, REDI Virginia, DOA SPCC, PPSMA, Department of Treasury and APA System
Accounts Payable payment processing also interfaces with several external systems:
« Bank: AP sends bank systems positive pay files and EDI information.
« VDOT RUMS (VDOT Right of Way and Utility Management System): AP sends Right Of Way (ROW) payment
information.
+ REDI (Remittance EDI) Virginia: AP sends vendor EDI remittance information.
« DOA SPCC (Department of Accounts Small Purchase Charge Card) Utilization Database: AP sends payment
data.
« PPSMA (Prompt Pay Statistics Monitoring Application): AP sends prompt payment.
« Department of Treasury: AP sends information on checks that require printing; disbursement files for reconciliation
and due diligence.
* APA (Auditor of Public Accounts) Datapoint System: AP sends payment information.

In addition to the above systems, Accounts Payable interfaces with several other external systems to perform functions
related to vendor maintenance and voucher processing. These interfaces are detailed in the courses that focus on those
functions.
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Lesson Checkpoint

Now is your opportunity to check your understanding of the course material.
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Lesson Checkpoint

Answer the review questions below:
1) Who creates express payments and why?
2) Does the Payment Creation process create files that are sent to banks and treasury?
3) Where are CDS offsets processed?
4) Is Travel and Expenses completely separate from Accounts Payable?
5) Name a few external systems that AP payment processing interfaces to.




Lesson 1: Understanding Payment Processing

CARDINAL

Lesson Summary

Lesson Summary

In this lesson, you learned how to:
* Recognize key terms in the Accounts Payable module and explain their meaning.
» Discuss key concepts in the Accounts Payable module.
» Discuss the different processes in the Accounts Payable module.

» Discuss the ways that the Accounts Payable module integrates with other modules in Cardinal and interfaces with
external systems.
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Lesson Objectives

After completing this lesson, you will be able to:
Describe the Treasury pay cycles
List the steps in a pay cycle
Use the Pay Cycle Manager to run payment processing
Update the payment selection date in a pay cycle
Identify and resolve payment selection exceptions
» Describe the files created by the payment process
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Lesson Topics
In this lesson, you will learn about the following topics:
« Pay Cycle Processing Overview
* Running Pay Cycle Manager
» Updating Payment Selection Date
* Running Payment Selection and Payment Create Processes
» Locating and Resolving Payment Processing Exceptions
* Running Payment Output Processes
* Running Payment Post Process
* Files Created by Payment Process
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Pay Cycle Processing Overview

There are two nightly Treasury pay cycles that process Warrant and EDI payments for all agencies. The Payment Processor
must review any exceptions that occur in these cycles.
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Pay Cycle Manager Page FRY ol MaRdncr
L. Pay Cycle: TRCHK  Treasury Checks
You uSe the Pay CyCIe Man ager page to Inltlate and Selection Criteria Approve Trial Reqister Reference Confirmation Draft Staging Approval
monitor pay cycle processing. This page is available to ———
the Accounts Payable Batch Processor who performs vl popoes [ RefeEn | prcess ot
. . ay From Date: 103/190
overnight payment processing for the Treasury bank o3240t
Payment Date: 03/25/2011
aCCOU nts ' Schedule Payments Selected: 1 Summary Details Pay Cycle Reset
Server:
You can navigate to this page through the following Pay Cyet Exeptions
Pay Cycle Error Discount Lost Discount Denied Withholding Bank Replacement Financial Sanctions Exceptions
path:
s e |V @ i First Bl 4 071 1 Lot
ETTT M
. Process Description Bank Account Status Server Name *Output Type  Output Destination
Maln Menu > ACCOuntS Payable > Payments > Pay Process Print Checks 1100 TRO1 Approved v | Printer v

Cycle Processing > Pay Cycle Manager

You use the Pay Cycle Manager page to step through
the processes in pay cycle processing. This page helps
you perform the processes in the correct order, and
provides links to view exceptions.
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Pay Cycle Manager

Pay Cycle: TRCHK  Treasury Checks
Selection Criteria Approve Trial Reaqister Reference Confirmation Draft Staging Approval
Status: Approved Reffesh-| process Monitor
Pay From Date: 01/03/1901
Pay Through Date: 03/24/12011
Payment Date: 03/25/2011
SNoduis Remens Seecint 1 Bumman o Cstale PayCycleReset

Server: vJ - Reset

Pay Cycle Error Discount Lost Discount Denied Withholding Bank Replacement Financial Sanctions Exceptions

First 4 1 of1 ) Last

A I
Customize | Find | View A( | B | =

Additional Info

Process Description Bank Account Status Server Name *Qutput Type Output Destination

| Process | PrintChecks 1100 TRO1 Approved v] lPrnter: =+~
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Updating Payment Selection Date
As you learned earlier, Cardinal can use different pay cycles for different groups of payments.

Payment Selection is the first process to run in a pay cycle. The Payment Selection process selects vouchers and expense
transactions for payment based on the payment selection criteria. Each pay cycle has different selection criteria so different
transactions will be selected for payment in each cycle.

In all pay cycles, the date criteria need to be updated manually each day before the pay cycles run. This causes the
transactions that are scheduled for payment that day to be selected. This topic introduces you to the procedures for defining
the date criteria for a pay cycle.

Note: Other payment selection criteria can be changed as well, but this is done rarely and is not covered here.




Lesson 2: Creating Payments Through Regular

~tPay Cycles

CARDINAL

Topic 3: Updating Payment Selection Date

Payment Selection Criteria Pages

You use the Payment Selection Criteria pages to set
up and control payment selection for a pay cycle. Each
defined pay cycle has its own Payment Selection Criteria
definitions.

) Preferences || Source/BU | Bank/Method | Pay Group/Neting || Draft Options

Pay Cycle: TREDI  [TreasuryEDI
Pay From Date: 01011901 B Tue *Next Pay Through Date: 06/21/2010 [H pan
Pay Through Date: 06M4/2010 B Mon *Next Payment Date: 06/21/2010 [ paon
Payment Date: 06M14/2010 B mon
Change Selection Dates:

1 IDE')"[S:! hi Increment Decrement
*Accounting Date: 06/14/2010 [ “Withholding Date: 06/14/2010 [

Payment Date j I Payment Date A

' No Validation
' Use Standard Week
& Use Holiday Calendar: USA

[ validate Pay Through Dates
[¥ validate Payment Dates
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Preferences Source [ BU Bank I Method Fay Group ! Metting Oraft Qptions

Pay Cycle: TREDI |h'reasury EDI Pay Cycle Manager
Pay Cycle Selection Dates

Pay From Date: |U'1."D'1.'"19D1 E) Tue *Next Pay Through Date: |DEi.|'E'1.I'ED'1D E Mon

Pay Through Date: |UEi.|"1 412010 [ pon *Next Payment Date: |DEL"E'1."2D'1 0 B Mon

Payment Date: |EIEH 412010 [ Man

Change Selection Dates:

1 | Day(s) =] Increment Decrement
Accounting Date Withholding Date
*Accounting Date: |DEIWED‘I 0 [ *Withholding Date: |DEJ“I:1JEEI1 0[5
|F'E|].fmentDate j |F'E|].rmentDate j

Business Day Validation

" No Validation [l validate Pay Through Dates

€ Use Standard Week ¥ validate Payment Dates

¥ Use Holiday Calendar: USA @,
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Updating Pay Cycle Date Criteria

Updating pay cycle date criteria is done on the Payment
Selection Criteria page.

You can navigate to this page through the following path:

Main Menu > Accounts Payable > Pay Cycle
Processing > Payment Selection Criteria

The steps for updating the date criteria are:

« Inthe Pay Cycle field of the Payment Selection
Criteria Find an Existing Value page.

» Enter the ID of the pay cycle to be updated
(TRCHK for the warrant pay cycle, or TREDI for
the EDI pay cycle).

* Click the Search button.

Payment Selection Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

ol Add a New Value

Maximum number of rows to return (up to 300): [200
Pay Cycle: = v [TRCHK @

Search Clear |Basic Search [@f Save Search Criteria

Find an Existing Value | Add a New Value
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Updating Pay Cycle Date Criteria (Continued) RS Freforences | Source /BU | Banki Methiod _|(, Pay/Ocoup ! Neting_| _Draft Options _

The Dates page is where you can change the date Pay Cycle: TRCHK  [Treasury Checks By Gl MR
criteria. When the page appears, it will probably display e ——— :
the dates that were used in the last run of the payment :z:’:uzzt;te ?22;2: m ::: ::exiiam:u;':?me: 23?;: :n
cycle in the Pay From Date, Pay Through Date, and L e S = .
Payment Date fields. The dates in these fields control Change Selection Dates:

what transactions will be selected for payment. 1 Days) v [ increment Decrement

The Pay From Date should be a date far in the past (for S 232::013{9 - . i:,zez::;atj :
example, 01/01/1900). This ensures any payments that I

might have been delayed (for example, because there Slolaidita W skidie Py FiroughiDilos

was a payment hold) will be recognized for payment as = :‘ld"j’g“l"dk - [ validate Payment Dates

soon as they are eligible. "

The Pay Through Date and Payment Date fields should
contain the next business day for the warrant pay cycle
(TRCHK). For the EDI pay cycle (TREDI), these dates
should be two business days in the future. Ultimately,
dates will be specified and payments will be created
based on the COVA payment calendar.
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Preferences | Source/BU | Bank/Method =~ PayGroup/Netting | Draft Options

Pay Cycle: TRCHK  |Treasury Checks Pay Cvcle Manager
Pay Cycle Selection Dates
Pay From Date: Irm B Thu *Next Pay Through Date: W B Fri
Pay Through Date: Waﬁ— BY Thu *Next Payment Date: M B Fri
Payment Date: W B Fri
Change Selection Dates:
[ 1 Days) v | increment | Decrement
*Accounting Date: 031252011 |[5] *Withholding Date: 031252011 |[5]
Payment Date v *Payment Date v
Business Day Validation
) No Validation (" validate Pay Through Dates
@ Use Standard Week Validate Payment Dates
© Use Holiday Calendar: IHOL @
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Updating Pay Cycle Date Criteria (Continued) G Profersnces | SourcedBU [ Bank/Methad _|( Py Oroup/ Neting_|_Drat Options )
There are other fields on the Dates page as well, though Pay Cycle: TRCHK  [Treasury Checks
they do not often need to be changed manually. ‘
Pay From Date: (01/0311901 B Thy *Next Pay Through Date: 0312512011 [ Fri
+ The Next Pay Through Date and Next Payment i hioupi Bl BT S T = .
Date fields display the dates that are expected to —— AR08
be used for the next cycle. Change Selection Dates:
. . . 1 Day(s) v Increment Decrement
* The Accounting Date is the accounting date that = ==
WI” be use.d for the .payments and the . I*Accounting Date: 03/25/2011 [5] *Withholding Date: 03/25/2011 3]
Withholding Date is the date that will be used in FarariDss = e 5
the withholding transaction record for payments to e
withholding (1099) vendors. These days are No Validation [ Validate Pay Through Dates
automatically adjusted according to the criteria in  Uso Steimdary WWeok [¥] validate Payment Dates
. . Use Holiday Calendar: HOL @,
the drop-down list fields below the dates.

» The Business Day Validation section includes
fields for adjusting the dates automatically for
weekends and holidays. The values in these fields
should not be changed.
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Preferences | Source/BU || Bank/Method | PayGroup/Netting || Draft Options

Pay Cycle: TRCHK  [Treasury Checks Pay Cycle Manager
Pay Cycle Selection Dates

Pay From Date: W B Thu *Next Pay Through Date: |03f25f2011 B Fri

Pay Through Date: WNT B Thu *Next Payment Date: M B Fri

Payment Date: W B Fri

Change Selection Dates:

|1 pays) - | Increment | Decrement
*Accounting Date: (0372512011 |54 \ *Withholding Date: 0312512011 3§
Payment Date v *Payment Date v
Business Day Validation

) No Validation ("] validate Pay Through Dates

© Use Standard Week Validate Payment Dates

© Use Holiday Calendar: HOL @
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Updatlnq Pay C\/Cle Date Criteria (Continued) 5| Pregerenceg Tg‘ource/BU ;tgank/‘Method x‘gc.-x’yGrouga‘[‘-Jeningv | Drafrt.Q'pAtionsb

* TO update the pay CyCIe date Criteria, CliCk the Pay Cycle: TRCHK |Treasury Checks Dy
Increment button in the middle of the page. This i : :

Pay From Date: (01/0311901 B Thy *Next Pay Through Date: 031252011 [l Frj

changes the Pay From Date, Pay Through Date, ‘ . =
Pay Through Date: 03/24/2011 B Thu *Next Payment Date: 03/25/2011 [ Fri

and Payment Date, as well as the Next dates, el Tl
according to the increment in the fields to the left Change Selection Datps:
of the button. 1 Day(s) - Increment Decrement

. . *Accounting Date: 03/25/2011 [ *Withholding Date: 03/25/2011 [3)
In the example shown here, the increment value is ——— = Payment Date =
1 Day(s), so clicking the Increment button e Py s
advances the dates by one day. In the Business No Validation [l Validate Pay Through Dates
Day Validation section, the Use HoIiday @ Use Standard Week [¥] validate Payment Dates

Use Holiday Calendar: HOL

Calendar option will be selected, therefore this
will be the next business day rather than the next
calendar day.

» If you make a mistake when clicking the
Increment button, you can click the Decrement to
reverse the date change. You can also enter any
of the dates manually if desired.

After you Save the page, the new dates will be used in
the next run of the pay cycle. Remember also that this
only affects the pay cycle you selected. If you are
responsible for other cycles, you must change the dates
in those cycles separately.
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BsZ - Preferences | Source/BU || Bank/Method || Pay Group/Netting | Draft Options
Pay Cycle: TRCHK  [Treasury Checks Pay Cycle Manager
Pay Cycle Selection Dates
Pay From Date: 010311901 B Thy *Next Pay Through Date: 103252011 [ Fri
Pay Through Date: 032412011 B Thu *Next Payment Date: 1031252011 [ Fri
Payment Date: W B Fri
Change Selection Dates:
|1 Days) v | Increment Decrement
*Accounting Date: 0312512011 |5} *Withholding Date: 0312512011 3]
Payment Date v ¥Payment Date v
Business Day Validation
© No Validation (] validate Pay Through Dates
@ Use Standard Week | Validate Payment Dates
© Use Holiday Calendar: IHOL @
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Payment Selection Process and Payment Creation
Processes
Two major processes of the pay cycle include: the
Payment Selection process and the Payment Creation [ Updste voucher e cos ||, || cos e
process. e Frocess St Hpload Procas
« Payment Selection Process: This process
selects the vouchers or expense transactions for S R
payment, according to the selection criteria for the et —
cycle as you learned in the previous topic. l T
« Payment Creation Process: This process s
. . Post
creates records that will be used for generating Process
payments by the Payment Output processes that l
follow later in the cycle. To do this, the Payment .
Creation process combines all selected items for a Ledger

payee and handling code into a single payment —
for example, all vouchers for a particular vendor
selected by the pay cycle. (Vouchers can be
selected to be paid separately, but this is not
common.)

These processes are run nightly as part of the Treasury
pay cycles. If errors occur in these processes, Cardinal
generates exceptions, which can be reviewed and
resolved in the next step.
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Payment Processing Exceptions

Treasury pay cycle processing runs overnight. Each morning, the Payment Processor should check if any errors (exceptions)
occurred in the previous night’s run. Once corrected, they will automatically be resubmitted for processing in the next night’s

run.
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Locating Payment Processing Exceptions
Various Payment Cycle Exceptions pages can be found in the Pay Cycle Exceptions folder.

You can navigate to this folder through the following path:
Main Menu > Accounts Payable > Payments > Pay Cycle Exceptions

Several different types of exceptions can occur. The menu lists each type separately. When you check a processing run for
exceptions, you should check these types:
* Review Pay Cycle Errors: This page lists errors in the basic payment process for a payment, such as missing or
corrupted data.
* Review Withholding Alert: This page lists errors in the withholding (1099) transaction process, for payments to
withholding vendors.
+ Pay Cycle SDN List Exceptions: This page lists errors related to financial sanctions, where the vendor is subject to
these sanctions.

ARDINAL
Home | ‘Workist | Ad

Favorites | Main Menu > Accounts Payable

Accounts Payable

Pay Cycle Exceptions

Review pay cycle exceptions.

Review Pay Cycle Errors E Review Withholding Alert E Pay Cycle SDN List Exceptions
Review pay cycle errors. Review payments with withholding errors identified during the pay cycle. Review SDN List Validation Errors for a Pay Cycle.
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Displaying Exception Details

Making a selection on the Pay Cycle Exceptions menu lets you display any exceptions of that type on a details page. An
example of one of the details pages appears here.

This page displays details to help resolve the exception, such as the record/field where the exception occurred, the specific
error message text, etc.

If more than one exception occurred, you can display the additional exceptions on subsequent rows.

Favozrites MainzMenu 2 Accountszpayable ? Pa\;mzents » Pay Cydegrocessing » Pay Cyde Manager
Pay Cycle Errors
Pay Cycle Manager
Pay Cycle: TRCHK Treasury Checks
*Error Type: All Error Types - Search
[k £l o
Fayment Message Detail =»
Error T s Busi Unit  Adwvice ID s Key Field 1 Key Field 2 Key Field 2
ror lype ource usIiness ni wvice SEE]IJEI'IGE ey re ey re ey rie
: -

LEEAETE VCHR 50100 00188016 1
Payment
Megative

WCHR 50100 oo1E3017 1
Payment
LSRN VCHR 50100 00188019 1
Payment
MNegative -

WCHR 50100 00183020 1
Payment
MNegative -

WCHR 50100 00183021 1
Payment
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Resolving Payment Processing Exceptions

The steps for resolving payment processing exceptions depend on the specific exception. In some cases, you may be able to
correct the voucher. In other cases, research may be required to resolve.

Remember that after you make the necessary corrections, the item will be reprocessed in the next run. If the correction was
successful, it will no longer appear as an exception and it will be paid along with the other items.
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Payment Output Processes

After the Payment Creation process completes, the
Payment Output processes run for all valid payment
records created by the Payment Creation process.

The purpose of the Payment Output processes is to
create the actual payment files in the specified format for
each payment — for example, files to be sent to banks, or
files used to print checks. In general, there is a separate
Payment Output process for each output type.

Warrant Warrant File
File to Treasury
Creation
Positive Pos Pay File | |
Pay — to Bank /
Creation /
K
*, s
S~ S
T
"
i ",
/ |CTXFile |
|II i lII|I
Generate \
Electronic _|‘ CCD+ File |
Files I |
|
. |EFTPFie | /
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Files Created by Payment Process

As noted earlier, pay cycle processing creates various files that include payment records. The specific numbers and types of
files created depend on the specifics of the pay cycle, such as the payment methods used.

Here is a summary of the types of files created by the Payment Output processes. Not every individual file is listed because
different files may be created at different times or for special purposes:

« Automated Clearing House (ACH) files: Files are sent to the bank with direct deposit information.

« Warrant Check files: These are flat files containing warrant details and remittance data. The files are interfaced to
the Department of Treasury for printing.

« Positive Pay files: These are flat files sent to the bank containing all check payments created by the pay cycle for

that bank. When the bank receives a request to process the check for payment, they compare the check to the
Positive Pay file, preventing fraud.
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Payment Post Process

The last step in payment processing is to post the payments that were created by the previous pay cycle processes. The
payment post process creates accounting entries that are used by the Journal Generator to create GL journals. These entries
debit the AP Liability account and credit the cash account. When payments are processed for a withholding vendor,
accounting entries may also be created to debit the Withholding Liability account and credit the cash account.

You can navigate to this page through the following path:

Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Accounting Entries

Voucher Accounting Entries

*Business Unit: 50100 @, Voucher ID: Q, Invoice Number: Q,
*Accounting Line View Option: Standard [] Show Foreign Currency Search Reset
Invoice Date: Vendor ID: Vendor Name:

-
K

Posting Process: GL Dist Status:

B 4] b ]
0 Chartfields | Journal

Description Monetary Amount Currency Code Ledger GL Unit
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Lesson Summary

In this lesson, you learned:

There are two nightly Treasury pay cycles that process warrant and EDI payments for all agencies. The Payment
Processor must review any exceptions that occur in these cycles.

You use the Pay Cycle Manager page to initiate and monitor pay cycle processing. This page is available to the
Accounts Payable Batch Processor who performs overnight payment processing for the Treasury bank accounts.

Pay cycle processing creates various files that include payment records. The specific numbers and types of files
created depend on the specifics of the pay cycle, such as the payment methods used.

The two major processes of the pay cycle include the Payment Selection process and the Payment Creation process.
The last step in payment processing is to post the payments that were created by the previous pay cycle processes.
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Introduction

Lesson Objectives

After completing this lesson, you will be able to:
» Describe the purpose of express payments and manual payments
« Create an express payment for petty cash
« Explain how to record a manual payment on the voucher




Lesson 3: Creating Special Payments

-

CARDINAL

Introduction

Lesson Topics

In this lesson, you will learn about the following topics:
Special Payments Overview
Creating express payments for Petty Cash
Recording Manual Payments
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Topic 1. Special Payments Overview

Special Payments Overview

In the previous lesson, you learned about the steps in the regular pay cycles. In this lesson, you will learn about methods of
payment other than the regular pay cycle. These methods include the following:

» Creating Express Payments for Petty Cash: This task, performed by a Petty Cash Processor, generates
payments using Cardinal’s express payment feature.

* Recording Manual Payments: This is a procedure to record payments in Cardinal that were made manually
outside of Cardinal. For example, by a manual check given directly to a vendor.
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Creating Express Payments for Petty Cash

A petty cash payment can be issued quickly by creating an express payment. As noted above, a Petty Cash Processor
creates the express payment to generate a single payment that allows a check to be printed immediately.
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Express Payment Page

You use the Express Payment page to generate express payments. On this page, enter bank information, vendor
information, and select the vouchers to that vendor to be paid. There are several fields that need to be completed to create the
express payment.

You can navigate to the page through the following path:
Main Menu > Accounts Payable > Payments > Express Payments > Create Express Payment

The Payor section defaults to the agency, so you do not need to make any changes in this section. In the Payment Detail
section, the Date defaults to the current date, and can be changed if needed.

Express Payment
VDOT Petty Cash BU Bank SetiD: 501P0 @, Central Office Petty Cash Acct
VDOT Central Office Bank: 1200 @ PO Box 27025
Richmond, VA 23219 Account: PC00 @ Richmond, VA 23261
Payment Currency: UsD @,
Pay Method: CHK @,
e 06/28/2011 |[5) Vendor Set ID: STATE @, Joe's Paper & Supplies
Amount: 45.00 USD Vendor: 0000000089 @, 1234 Broad Street
Reference: NEXT Address: 1 @ Richmond, VA 23219
On Hold Add All Vouchers Create Payment Server: PSUNX3 ~
a8 sl o O
Additionalnfo | [F=D)
Unit Voucher Payments Payment Method Invoice Number Invoice Date Apply Discount
501P0 @, (00000031 @ 1@, System Check 11-5029 06/15/2011 | =
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In the Bank and Payee Information section:
« Bank SetID is the SetID that applies to your particular agency (e.g., the agency’s bank).
« Bank and Account specify the account that the payment should be taken from. Enter or select the bank and account
numbers to be used for payment in these fields.
« Pay Method specifies that the vendor should be paid by check.
* Vendor Set ID is the SetID that applies to your particular agency.
* Vendor contains the ID of the vendor to which the payment should be made. Enter or select the vendor’s ID.

« Address defaults based on the vendor’s default remitting address. If you need to change this to another address, you
can do so by modifying the value in this field.

Express Payment

VDOT Petty Cash BU Bank SetiD: 501P0 (@, Central Office Petty Cash Acct

VDOT Central Office Bank: 1200 (@ PO Box 27025
Richmond, VA 23219 Account: PC00 (@, Richmond, VA 23261
Payment Currency: USsD @,
Pay Method: CHK @
Date: 06/28/2011 [31) Vendor Set ID: STATE @, Joe's Paper & Supplies
Amount: 45.00 USD Vendor: 0000000089 @, 1234 Broad Street
Reference: NEXT Address: 1 @ Richmond, VA 23219
On Hold Add All Vouchers Create Payment Server: PSUNX3 ~
Additional Info @\
Unit Voucher Payments Payment Method Invoice Number Invoice Date Apply Discount
501P0 2, /00000031 2 [ 1@, System Check 11-5029 06/15/2011 &=
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In the Select Voucher section:

« If you want to pay all outstanding vouchers to the vendor, you can click the Add All Vouchers button. If you want to
pay specific voucher(s), add information on each in the Select Voucher table.

« Business Unit contains the Business Unit of the voucher that you want to include in this payment (e.g., your Business
Unit).

» Voucher contains the voucher ID of the voucher you want to include in this payment. Enter or select this value.

* You can enter additional vouchers to be included in the payment if you wish by clicking the Add New Row button and
entering them on additional rows.

Express Payment

VDOT Petty Cash BU Bank SetiD: 501P0 @, Central Office Petty Cash Acct

VDOT Central Office Bank: 1200 (@ PO Box 27025
Richmond, VA 23219 Account: PC00 (@, Richmond, VA 23261
Payment Currency: USD @,
Pay Method: CHK @,
Date: 06/28/2011 |31 Vendor Set ID: STATE '@, Joe's Paper & Supplies
Amount: 45.00 USD Vendor: 0000000089 @, 1234 Broad Street
Reference:  NEXT Address: 1 Q@ Richmond, VA 23219
On Hold Add All Vouchers Create Payment Server: PSUNX3 v

SREESE .
Additional Info (=]

Unit Voucher Payments Payment Method Invoice Number Invoice Date Apply Discount

[s01P0 @, /00000031 @ | 1@, system Check 11-5029 06/1512011 =
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To complete the process once all vouchers have been selected:

» Click the Create Payment button. The Express Payment Manager — Pay Cycle page appears. (This page lets you
control the printing process for the check.)

» After you click the Process button, the check can be retrieved from the printer.
You can navigate to this page through the following path:

Main Menu > Accounts Payable > Payments > Express Payments

Express Payment

VDOT Petty Cash BU Bank SetiD: 501P0 @, Central Office Petty Cash Acct
VDOT Central Office Bank: 1200 @, PO Box 27025
Richmond, VA 23219 Account: PCO00 (@, Richmond, VA 23261
Payment Currency: USD @,
Pay Method: CHK @,
Date: 06/28/2011 [3) Vendor Set ID: STATE @, Joe's Paper & Supplies
Amount: 45.00 USD Vendor: 0000000089 @, 1234 Broad Street
Address: 1 @ Richmond, VA 23219

Reference: NEXT

On Hold Add All Vouchers Create Payment Server: PSUNX3 +

Additional Info =
Unit Voucher Payments Payment Method Invoice Number Invoice Date Apply Discount

[so1P0 @, (00000031 Q 1@, System Check 11-5029 06/15/2011 EINE
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Express Payment

Bank and Payee Information
VDOT Petty Cash BU Bank SetiD: {W% Central Office Petty Cash Acct
VDOT Central Office Bank: [1200 @, PO Box 27025
Richmond, VA 23219 Account: [PCo0 @, Richmond, VA 23261
Payment Currency: WC%
ey tietio® Sl
Date: 06/28/2011 | Vendor Set ID: STATE |@, Joe's Paper & Supplies
Amount: 45.00 USD Vendor: 0000000089 @, 1234 Broad Street
Reference:  NEXT Address: e Richmond, VA 23219
Select Voucher
1 On Hold AddAllVouchers  Create Payment Server: PSUNX3 v

QIETRI T S Additional Info

4

Custorize | Find | View 41| B 3 Frat B qorq O (oe

Unit Voucher

Payments Payment Method Invoice Number

501P0 @, 00000031

@ |

1@, |System Check 11-5029

Invoice Date Apply Discount

06/15/2011 ] [#]|[=]
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Manual Payments

Sometimes it is necessary to pay a vendor by a manually-written check. Cardinal allows these payments to be accounted for
by recording them on the Payments page on the voucher.

Manual payments may be recorded either by the Voucher Processor Maintenance or the AP Manager. (Other Voucher
Processors do not have access to the necessary fields.)
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Fa\'aeres Ma\nvMenu > Ac:ounfEFayaB\e > Voushers > Add[LlndEte > Regulr Entry

Recording a Manual Payment — 1 ]
You can navigate to this page through the following path: | " SR o D Pememnany
*Address: Pavment Comments(0)
Jzzds Paper & Supplies Scheduled Due: Haliday/Currency
. 1224 Broad Street .
Main Menu > Accounts Payable > Voucher > Richmand,va 23210 -
Add/Update > Regular Entry Accounting Date: DBI10/2011
*Bank: Pay Group: Vendor Bank
To record a manual payment on the Payments page of ogin_ essages
. *Method: Manual *Netting: Not Applicable EFTPS Information
the voucher, use these fields: J— EZfafi.’JliI'mm
* Inthe Method field in the Payment Options e oo s
section, enter MAN to indicate a manual payment
. . . *Action: Record a Payment ~ Payment Date: 08/10/2011
or WIR to indicate a wire payment. par: Full Amount ~ Reference:

* Inthe Action drop-down list in the Schedule
Payment section, select Record a Payment.

* Inthe Pay field in the drop-down list, select the
appropriate value (for example, Full Amount),
and enter a specific value paid if appropriate.

« Enter the date in the Payment Date field, and a
reference (such as the check number) in the
Reference field.

* Click the Save button.

[5] save | [ Returnto Search | |[Z] Motify | | Refresh =+ Add

Manual payments can only be recorded on budget
checked and approved vouchers.
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Favorites Main Menu > Accountg Payable = ‘l.-'r:ruEhers > hddfl.:lrpdate > Regular Entry
[+ [=]

Payment: 1
*Remit to: 0000000089 Al Gross Amount: | 45.00 ysp Payment Inquiry
Location: MAIN Discount: Uso Express Payment
*Address: 1 Payment Comments(0)
Joe's Paper & Supplies scheduled Due: Holiday/Currency
1234 Broad Street S

Het Due: ) 0120
Richmond, VA 23219

Discount Due:

Accounting Date: |'3'3"1 0/2011 E‘J

*Bank: 110C Pay Group:

*Account: TRO1 *Handling: Regular
*Method: MAR Manual *Hetting: Mot Applicable
LiC ID: & Hold Reason:

Message:

Message will appear on remittance advice.

Schedule Payment

Record a Payment

[06/10/2011
|4567829|

* Payment Date:
* Reference:

Full Amount

[Z] save | |Gt Returnto Search | =] Mofify | i Refrash

Vendor Bank

Messages

EFTPS Information

Hold Payment
Separate Payment

:[‘1. Adcl Up
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Lesson Summary

In this lesson, you learned:
» The difference between express payments and manual payments
» The workflow for creating an express payment for petty cash
*  When a manual payment should be recorded on the voucher and who has access to do so




Lesson 4. Managing Payments

CARDINAL

Introduction

Lesson Objectives

After completing this lesson, you will be able to:
Cancel payments
Reconcile petty cash bank statements
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Introduction

Lesson Topics

In this lesson, you will learn about the following topics:
« Payment management and maintenance tasks
« Canceling payments
* Reconciling petty cash bank statements
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Payment Management and Maintenance Tasks
So far in this course, you have learned about the payment processing tasks performed in routine, day-to-day operation.

However, there are other tasks included in payment management that you will perform less frequently, but that are still
necessary for smooth operation.
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Payment Management Tasks
The tasks in this lesson include:

« Canceling payments, which involves either voiding payments or stopping payments, depending on the payment’s
current status.

» Reconciling petty cash bank statements, which uses the Manual Reconciliation process, to reconcile petty cash
payments to hard copy bank statements.
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Canceling Payments Overview

Payments can be canceled in Cardinal if necessary. There are two statuses that can be requested for canceled payments,
which are useful in different cases:

Void Payment: This status can be requested for payments that have not been sent to the vendor yet. Voiding a
payment automatically reconciles it in Cardinal.

Stop Payment: This status is requested when a check has not been processed by the bank. When you request this

status, the bank must have already been notified to stop payment. The stop payment process is initiated by Treasury.

Treasury will then request a Cardinal user to enter the stop payment in Cardinal. Stopping a payment automatically
reconciles it in Cardinal.
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Disposition of Canceled Payments

When a payment is canceled by either Void or Stop, Cancel Actions are available to determine what will happen with the
payment’s associated voucher(s) or other payment items. There are three options:
* Re-Open Voucher(s)/Re-Issue: This will reopen the vouchers and make them eligible for payment.
* Re-Open Voucher(s)/Put on Hold: This will reopen the vouchers but put a Payment Hold on them so they can be
investigated further.

» Do Not Reissue/Close Liability: This will close the vouchers, and create accounting entries to reverse the liabilities
created by voucher posting. If the payment is to be made later, new voucher(s) would need to be created.
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Undoing Cancellations

In addition to the options detailed on the previous pages, you can undo either a Void or a Stop by re-displaying the
payment on the Cancel Payment page, and selecting the Undo Cancel status. This will reverse whatever the previous
option was. This action can only be taken before the canceled payment is posted.

Selecting a Cancel Action is not necessary when selecting Undo Cancel.
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Cancel Payment Page
The Cancel Payment page appears here. You can perform the tasks in this topic from this page.

You can navigate to this page through the following path:

Main Menu > Accounts Payable > Payments > Cancel/Void Payments > Payment Cancellation

Cancel Payment

Bank SetID: STATE Reference ID: 000045 Creation Date: 03/16/2011
Bank: 1100 TREASURY1100 Payment Date: 03/16/2011
Account: TRO1 2222222222222 Payment Amount: 2400 USD
Payment Method: Manual Check Cancel Post Status: Not Applicable
Remit Vendor: 0000000011 Fairchild & Morgan Settle By: PayCyde
Settlement Status: None

Date Cancelled: 06/09/2011 |
Payment Status: © Void

) Stopped

) Undo Cancel

Cancel Action: @ Re-Open Voucher{s)/Re-Issue Hold Reason: -
) Re-Open Voucher(s)/Put on Hold
~) Do Not ReissueiClose Liability

Description: =

[5] save [&h Return to Search 1 5 iz 4[| Nextin List =] Notify
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Posting After Cancellation
After the cancellation options in the previous topic are performed, the nightly batch processes finalize the action:

* When a payment is canceled by either a Void or a Stop, the Payment Post process must run to create reversing
accounting entries for the payment cancellation transaction.

« If the Do Not Reissue/Close Liability Cancel Action is selected, the Voucher Post process must run to create
reversing accounting entries to reflect the closed vouchers that were affected by the closed payment.

* Note that once the Payment Post process runs, the Undo Cancel option can no longer be selected.

You do not need to run these processes yourself. They are run in batch, not automatically, and you should be aware that the
cancellations will not be finalized until the automatic processes are complete.
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Petty Cash Reconciliation
Petty cash payments must be reconciled manually against the paper bank statement.

This step should be performed at least monthly, when the bank statement is received.
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Manual Reconciliation Page
To reconcile payments, you use the Manual Reconciliation page.

You can navigate to this page through the following path:

Main Menu > Banking > Reconcile Statements > Manual Reconciliation

Manual Reconciliation

*Search By: From Date / Thru Date -
Bank ID: [256072701 '@, Account #: [2222222222222 @, =status: Unreconciled -
From Date: 02/08/2011 |[5)  Thru Date: 06/09/2011 |51 Method: m =

Total Transaction Amount: 1,735,439.80 USD

ra

Reconciliation Transaction

Select Date Status Reference Date Transaction Amount Method Source Status Detail

= ‘708."0912011 Bl UNR 102 02/28/2011 1,250.00 D Receivables Some Appl Deposit =
[ [osro9/2011 B UNR 104 03/01/2011 67,000.00 D Receivables Complete Deposit

=l f06.1'09.1201 1 2 UNR 105 03/01/2011 2,500.00 D Receivables Some Appl Deposit 17
= [06/09/2011 Bl UNR 106 03/01/2011 2,200.00 D Receivables Complete Deposit i
= 1708."09/2011 ) UNR 108 03/10/2011 10.00 D Receivables None Appl Deposit

=] [oBr09/2011 [ UNR 109 03/11/2011 500.00 D Receivables None Appl Deposit

| TOG."091'2011 lE UNR 116 03/21/2011 739.90 D Receivables None Appl Deposit

= [o6/09/2011 Ei] UNR 119 03/24/2011 525.00 D Receivables Complete Deposit

= 1706."09/2011 Bl UNR 64 02/08/2011 800.00 D Receivables None Appl Deposit
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Topic 3: Reconciling Petty Cash Bank Statements

The steps for reconciliation are: A “Searchey.  FiomDsie T it -

« Enter criteria in the Search Criteria section of the | oo o seoms s . oo omeis .
page, including the bank, account, date range, fompate: 20820 B  Toupate:  [oeoeoit |8 ok o
status (Unreconciled) and payment method. Click Total Transaction Amount: 173543980 USD —
the Search button. TANSechon | 1 oncacion Amount Method Source = ﬂ g -

« Transactions meeting the search criteria appear in B [owvezort B uNR 102 0262011 125000D  Recehables ‘SomeApl Deposit
the Systems Transactions section. These are B [oeemoti 6 uNR 104 030112011 67000000 Recevables Compiete Deposi
the payment transactions that were created in B [eomn B e o e 2500000 |Receables SomeAopl [Depostt |
Cardinal. B |8 [ |1

* Review the paper bank statement, and match B [owoezort 6 UNR 108 0310011 100D Recehables NonsAppl  Deposit
each transaction on the bank statement to a B [peeEsti 8 R 100 oart1i2011 50000D  Recevables NoneAppl Deposi
transaction on the screen. B |beoszor. B sk s — P O P R

* For each matched transaction, select the B [oeoozori H UNR 11 03242011 525000 Recenables Complete Depost
checkbox in the Select column. B [oeoezoti B UNR o4 021082011 80000D Recevables NoneAppl Deposi

« After matching all transactions on the statement,
click the Reconcile button on the screen. The
status of the transactions will be changed to
Reconciled.

Note: You can unreconcile a previously reconciled
transaction if necessary, by searching for reconciled
transactions, selecting the transaction, and clicking the
Unreconcile button that appears.
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Lesson Summary

Lesson Objectives

In this lesson, you learned:

Canceling payments involves either voiding payments or stopping payments, depending on the payment’s current
status.

Reconciling petty cash bank statements uses the Manual Reconciliation process to reconcile petty cash payments to
hard copy bank statements.

Petty cash payments must be reconciled manually against the paper bank statement and should be performed at
least monthly, when the bank statement is received.

When a payment is canceled by either a Void or a Stop, the Payment Post process must run to create reversing
accounting entries for the payment cancellation transaction.
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Introduction

Lesson Objectives

After completing this lesson, you will be able to:
Describe the key reports available
Describe the key online inquiries available




Lesson 5: Payment Reports and Online Inquiries

Introduction

Lesson Topics

In this lesson, you will learn about the following topics:
* Reports
* Online Inquiries
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Topic 1: Reports

Payment Reports

Payment reports can be run at various intervals. There are numerous payment reports available. Payment reports include:
« Payment History by Payment

* Due Date Monitoring
« Payment Register Including Offsets

Note: All users with access to view information in the Customers module will be able to run these reports.
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Topic 1: Reports

Payment History by Payment Report
This report lists payments generated by a specified cycle and payment method for a specified date range.

You can navigate to this report through the following path:

Main Menu > Accounts Payable > Reports > Payments > Payment History by Payment

Report ID: APY2000 PeopleSoft Accounts Payable Page No. 1
ORACLE’ SUMMARY PAYMENT HISTORY BY VENDOR Run Date 6/8/2011
Run Time 6:43:16 PM|
From: 01.Jun.2010 To: 01.Jun.2011
Remit Vendor: STATE 0000000001
Payment Currency: uUSsD
Bank Account: 1100 2222222222222
Payment Ref Date Handling Status Remit to Pay Cycle Seq Payment Amount Document Sequence
000001 02.Feb.2011 RE Paid Vision Communication TRCHK 6 68.00 USD
PO Box 5541
Richmond
VA 23227
United States
000002 02.Feb.2011 RE Paid Vision Communication TRCHK 6 0.00 UsSD
PO Box 5541
Richmond
VA 23227
United States
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Topic 1: Reports

Due Date Monitoring Report
This report provides a list of payments due within the specified date range.

You can navigate to this report through the following path:

Main Menu > Accounts Payable > Reports > Payments > Due Date Monitoring Report

o Commonwealth of Virginia

— = = DUE DATE MONITORING EEFPORT

|_carpiraar | Run Date: 09/08/2011
Raport ID: VRAFOTSD Fun Time: 02:09 00
Business Unit: ALL Page No. 1 of 1
From Date: DEfOBS2011

To Date: 0%/ 0B8/2011

Range # of payments

Fald 5 or more days before due 1

Patd on or less than 5 days before due 1

Patd 1-5 days past dus El

Patd &-10 days past due 4

Paid 11-20 aa pa due 0 Q

Paid 21-30 due 1 a

Paid 31-&0 days past due 0 ]

Paid over &0 days past due 1 a
Hegative Vouchers 1 i
Total 21 15.44
Other Fayments (No Prompt Pay Term) 115
Total Payments This Periocd 136
Total Dollars Paid Past Due
Total Payments Pald Past Due 15
kverage Varlance From Due Date (Days) 0.a3

Percent of Payments in Compliance this Perioad BB.97%

Percent of Dollars in Cospliance this Period 99.58%
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Topic 1: Reports

Payment Register Including Offsets
This report provides information from the payment register including any offset payments.

You can navigate to this report through the following path:

Main Menu > Accounts Payable > Reports > Payments > Payment Register Incl Offsets

Commonwealth of Virginia
PAYMENT REGISTER INCLUDING OFFSEIS

i

.13

Mathew Townsend

0000000000000 O0DCOO0C0C0O00O0O0C0C0O0O00O0OD000

0000000000000 O0DCOO0C0C0O00O0O0C0C0O0O00O0OD000

& boo

CARDIMAL Run Date: 09,/08/2011

Report ID: RAPSE1 Run Time: 01:56 00
From Date: 0 ?392 No. 1 of 24

0 011

All vouchers
Business Unit: 50100

Inovolcing Remit Remit

Youcher ID Y¥endor ID Vouchered Yendor Ip Payment Beference Bayment




CARDINAL
Commonowealth of Virginila
PAYMENT REGISTER INCLUDING CFF3EIS
Fun Date: 09/08/2011
Report ID: RAPSE1 Run Time: 01:56 00
From Date: 0&f08/2011 Page No. 1 of 24
To Date: 08/08/2011
PFun Option: All vouchers
Business Unit: 50100
Involcing Remit Remit
¥oucher ID Yendor ID ¥ouchered Amount — ¥endor ID ¥epdor Hame Payment Beference Payment Amount
aoon3aed? 0oo0oooQoos 0.00 0ooo00o00E  Mathew Townsend ooooooozee a.00
Q0004172 0oooooo0nol 250.00 oodooooool Vielon Com 0000000311 a.00
00004375 0D0000a134 0.00 oooo00a134 Branch Highways, Inc. 0000000313 a.00
Q0004373 0000010553 0.00 0000010593 Howard Brothers Contractor, Inc. 0000000314 a.00
Q0002734 0000050364 B30.08 0000050368 ATMOSE ENERGY CORPORATICN ooooools Bao.oa
aoD0zB7a 0000051184 41.35 00Do0511B6E DOMINION W POWER ooooogzl 41.35
ao0027e3 0000051184 2,258.31 00D00511B6 DOMINION POWER ooooogzl 2,258.31
a0D027Es 0000051184 1,212.45 o0D00511BE DOMINION POWER ooooooz2l 1,212.45
Q0D02T7ES 0000051185 o1B.33 00D00511RE I0H POWER oooooo2l 018.33
Q0D02BES 0000051185 £40.38 0oDo0511BE {I0N POWER ooooooz2l £d40.38
Qooo2912 0000051185 12.33 0oDo0511BE {I0N POWER ooooooz2l 12.33
aoooz91a 0000051184 159.88 ooDo0511RE I0H POWER oooooozl 1la9._E43
aoo0z9z7 0000051184 278.53 00Do0511B6E I0H POWER ooooogzl 278.53
ao00z2929 £19.83 00D00511B6 10N POWER ooooogzl £19.89
aoonze4a 230.97 000ODEL1RE M DOWER ooooonoz2l 230.97
aoonzes? 297.E9 000O0DEL1RE M DOWER aoooonozl 297.69
Q0002961 282 .62 00D00511RE {I0M POWER oooooo2l 282.62
Qoo0o3nz2 107 .88 0oDo0511BE DOMINION POWER ooooooz2l 107.89
Qo003oT71 2,092.89 ooDo0511RE DOMINION POWER oooooozl 2,092 89
Qo0030sez 5OEB .08 ooDo0511RE DOMINION A POWER oooooozl 508.08
Q0003054 174 .52 00Do0511B6E DOMINION POWER ooooogzl 374.52
Qooo30s7 0000051185 116.40 ooDooEl1RE 110N POWER ooooogzl 115.40
00003141 0000051185 250,61 00D00511RE I0H POWER oooooo2l 250.€61
00003142 0000051185 206.95 00D00511RE I0H A POWER oooooo2l 20&8.95
Q0003172 0000051185 3B.27 0oDo0511BE {I0N POWER ooooooz2l 18.27
00D031EE 0000051185 346.15 0oDo0511BE {I0N POWER ooooooz2l 346.15
Q0003187 0000051184 18.20 00Do0511B6E DOMINION POWER ooooogzl 18.20
Q0003153 0000051184 41.00 00D00511B6 DOMINION ¥ POWER ooooogzl 41.00
aoon3azoa 0DOD0ELLES 151.20 000Q0E11RE  DOMINION DOWER ooooonoz2l 151.20
aoon3azse 0DOD0ELLES 302.44 000Q0E11RE  DOMINION DOWER ooooonoz2l 302.44
00003262 anaoo 281.83 o0D00511BE DOMINION A POWER ooooooz2l 281.583
Q0003314 ooaoo 88.73 0oDo0511BE DOMINION POWER ooooooz2l 45.73
Q0003329 ooaoo 147.07 0oDo0511BE DOMTINION POWER ooooooz2l 147.07
Q00033El ooaoo 147.33 ooDo0511RE DOMINION POWER oooooozl 147.33
00003385 ooaoo 47.21 ooDo0511RE DOMINION ¥ POWER oooooozl 47.21
Qooo3zes opooo 991.58 ooDooElleE DOMINION POWER ooooogzl 951.58
Qoon33ses 0DOD0ELLES 10.13 000Q0E11RE  DOMINION VIRGINIA POWER ooooonoz2l 13.13

87
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Topic 2: Online Inquiries

Online Inquiries

Payment online inquiries can be run at various intervals. Payment online inquiries include:
* Payment Inquiry
« Document Status Inquiry

Note: All users with access to view information in the Accounts Payable module will be able to run these online inquiries.
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Topic 2: Online Inquiries

Payment Inquiry et i .
It is used to search for and list payments meeting your e a
search criteria and display basic information about them, Payment Status — z
. . . Remit SetlD A @
as well as to navigate to pages with more detail. Remit Vendor
Settle By X
Settlement Status . b
You can navigate to this inquiry through the following e
Max Rows | 300 Search Clear
path ' [C] show Chart *Chart Type: Bar Chart -
_Sorting Criteria
Main Menu > Accounts Payable > Review Accounts e P =
Payable Info > Payments > Payment
o o v B 3 st Y g a0 0140 D Lot

itional Info Vendor Details Financial Gateway (=]

Payment Payment Creation Payment Payment Reconciliation

Source Reference ID | Method Amount Currency Date Date Siatie S Reconcile Date

i -
VCHR 000456 i 83.00 USD 031612011 03/16/2011 Paid Unreconciled :
VCHR 003242 .T.rgﬁsfer 83.00 USD 02/01/2011 02/01/2011 Paid Unreconciled
VCHR 000045 Manual 24,00 USD 0316/2011 03/16/2011 Paid Unreconciled

Check




Payment Reports and Online Inquiries

Payment Date l [z El
Payment Method -
Pay Cycle [ @,
Seq Num i @
Payment Status -
Remit SetiD |STATE @,
Remit Vendor [ @,
Settle By 7 d
Settlement Status -

[] single Payment Vouchers

Max Rows 300 |  Search  Clear

[] Show Chart *Chart Type: Bar Chart -
1st sort: ‘Bank Account - [l Descending [ Sort
2nd sort: Payment Reference ID - [] Descending

Additional Info Vendor Details Financial Gateway [Z=2¥

Payment Payment Creation Payment Payment Reconciliation

picE Reference ID Methodw AL S| CRITOnE Date Date Status Status RECERENe Date
Wire - . <
=/ =
VCHR 000456 Transter 83.00 USD 03/16/2011 03/16/2011 Paid Unreconciled
. Wire ; :
VCHR 003242 Traaaray 83.00 USD 02/01/2011 02/01/2011 Paid Unreconciled
Manual : :
VCHR 000045 24 00 USD 03/16/2011 03/16/2011 Paid Unreconciled

Check
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Lesson Summary

Lesson Summary

In this lesson, you learned how to:
Describe the key payment reports
Describe the key payment online inquiries
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CARDINAL

Exercises

Exercises
Please refer to your Activity Guide to complete all the required exercises in Payment Processing. You are encouraged to
note all your questions and ask them to the instructor after completing all the exercises.
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Course Summary

In this course, you learned to:
» Define key payment processing terms
» Describe key payment processing concepts
» Describe the overall payment process and the roles involved in it
« Explain how payment processing integrates with the other Cardinal modules and external systems
» Describe the Treasury pay cycles
« List the steps in a pay cycle
« Use the Pay Cycle Manager to run payment processing
« Update the payment selection date in a pay cycle
» |dentify and resolve payment selection exceptions
» Describe the files created by the payment process
» Describe the purpose of express payments and manual payments
» Create an express payment for petty cash
« Explain how to record a manual payment on the voucher
« Cancel payments
* Reconcile petty cash bank statements
» Describe key reports and online inquiries
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Course Evaluation

Course Completed

Congratulations! You successfully completed the AP314: Payment Processing course. Please use the evaluation link to
assess this course.




